Correction *ﬁ A ’,’E‘f F ih 72 fn% FE *ﬁ

VACANCYANNOUNCEMENT
Closing date is changed from 28 to 22 Apr 03

E#&%% F | 23-SRF-63-03 (O)
il LK 22 Apr 03
Closing Date

®78: 15 Apr 03
Date of Issue

2 N

No. of Recruitment

1L.EEFE S Job title (%# Grade_3 /EEFEHHK LAD 2 )
Office Automation Clerk #605

X E7#%% Administrative O #E:% Blue Collar Trade . %

4. B EEH AreaofConsideration
X 3 MLC/IHA %8 (ERF%IN)

Current MLC/IHA Employ ee within Activity

X T MLC/IHA K EECEHERN)

Current MLC/IHA Employee in commuting distance

X IBMLC/HAREE(ZERXKE)

2.BBBX Activity
U. S. Naval Ship Repair Facility, Yokosuka
Administrative Department (C-800), Management Division (C-840)
[Physical Location: Planning Department (C-200), Planning & Estimafing
Division (C-225) |
;ﬂﬁt&ﬁﬁ Working Place AR AT Tomari-cho, Yokosuka

Current MLC/ITHA Employee Japan Wide
X 41&8 Off Base Applicant

[ S.ER DS Type of Employment
X MLC

3.ENFE BB Work Schedule (38_40 B$RIH| hrww) B 8] Regular O A Irregular
)75 H Work Days : Monday thru Friday
7505 - /KER Work Hours/Recess Period 08:00 — 16:45/12:00 — 12:45

O %/ Permanent
X BB Limited Term (_4_» A
Months )

O &%) Night Shift X &% Overtime O i3k Business Travel

6.5 5 N & Duties

Performs routine clerical tasks such as answering telephone, taking messages and/or referring callers to appropriate staff
members. Performs general office automation duties requiring knowledge of general office automation hardware and software
applications. Inputs data into a computer to update the workload analysis. Performs other related or incidental duties as
assigned.

TEREH  BIASEH Qualification /Physical Requirements

a. One year of general experience OR one year of education in any fields affer senior high school.
b. Skill in operating personal computer such as MS Word, Excel, PowerPoint and Access.

c. Ability to perform general clerical duties.

b. Ability to speak, read and write English at average proficiency level (LAD-2).
* A handicapped applicants may be accepted, depending on the degree and kind ofdisability.

O LZ‘EE L None O *)Jff‘& Basic X Elﬂi'f& Intermediate O Jlff‘& Advanced O #é'fﬁrxha)ﬁgj]

'H'Egj] English Language Proficiency :

Exceptional

¢ FE Educational Background : N/A | $REFEE{& T & License/Certificate Required : N/A

BER R

8429 % H D Application and Associated Documents > »
Working Condition

*X EJEFE%FF] ﬁ Application for Vacancy Announcement (HROY Form 1) http:/hro.cnfj.navy.mil
*DEAIE Complete * in 0 BAFET Japanese X #EEFE T English O ¥ 5 5 T4 Either
X EEDEENZIBAT 5L DDE L Certificate of English Proficiency (Copy)

X s0o AUIF £ L. BREEOEHEES -FT- KL EZ UV RIEAHE (12em x 23.5cm)
12 x23.5cmEnvelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is not accepted.)

Fl:ﬁ Ly ﬁ' aca 5'['. for Job Inquiries *ZEE t 5'!:'. Office to Submit HE W EH For Official Us

T238-0015 #E)I|RHEEETIAET 1 Fith
1 banchi Tomari-cho, Yokosuka

- EYEE HBYHESL Ofiice
U. S. Naval Ship Repair Facility (SRF)

PD No.: SRF-840-008-LT

KRBFEHAEE MK S AFEHERAR (HRO)
COMNAVFJORJAPAN, Human Resources Office

PD is accurate and current.
Certified by Activity: KK

Management Div. (Code 840)
Ms. Takano/(Satomi)

®046-821-1911 Yokosuka (HRO), MLC/IHA Employment Office (Code

HRO: ah4/14 so4/14
(Extension/ ) 243-4552/(4553) 511A) B046-821-1911  (PI§/Extension) 243-8153 A serT ey

HEZBEEZHZLTOWEMEE EEDORMRIZAY FH A, Incomplete applications will not be processed.
RESNFICEERIEBIRL LELEA Submitted applications will not be returned.



